
FAQ Travel Authorizations for Employees 

Q - When is a Travel Authorization Form (TA) Needed?
A – Anytime an employee is working and the work is not being performed at their Official Work Station.  For most Fredonia employees, Official Work Station equates to 280 Central Avenue.  Any work being performed at any location other than at 280 Central Avenue, means a TA is needed.
Per OSC’s Travel Manual, which can be found on University Accounting’s Travel webpage – there are three areas of “Responsibility.”  The TWO (of many) bullets in each area that pertains to the Travel Authorization Form are as follows:
· The Agency Responsibility is to Ensure employees obtain appropriate approvals prior to traveling.  The Official Station of each employee is designated in the best interest of the State.
· The Supervisor’s Responsibility is to Authorize travel only when necessary.  Know the staff’s Official Station.
· The Traveler’s Responsibility is to Obtain necessary approvals for travel, including method of travel. Know your Official Station and its effect on (i) your eligibility for travel reimbursement….
Q – Definition of work/working?
A – For most UUP and MC professionals and CSEA staff – working indicates a definite business purpose, in the best interest of the State, and no accruals were charged while on the business trip.  
A - For most UUP faculty – working indicates a definite business purpose, in the best interest of the State, which includes a teaching day, research activity, committee work, advising, etc.   Work that is done in order to meet professional obligations.  For most faculty this would typically be business trips scheduled between the Obligation Dates shown in each individual’s Appointment Letter. 
Q – Definition of travel?

A – Per the OSC Travel Manual, OSC has two definitions for travel:

· Travel Status -  When employees are on assignment at a work location more than 35 miles from both their official station and their home, they are considered in travel status and are eligible for reimbursement of travel expenses in accordance with the OSC Travel Manual.
· Travel in Proximity of Official Station or Home -  When an employee is assigned to work at an alternate work location which is less than 35 miles from either his or her home or his or her official station, the employee is not considered to be in travel status, but rather is considered to be traveling in the proximity of his or her official station.  The mileage reimbursement rate is based upon OSC’s “Lesser of the Mile Rule” and Fredonia’s POV Policy #022.
Q –  What type of information does the traveler put on the Travel Authorization (TA) Form?
A –  All applicable business trip information.  The Travel Authorization Form was revised October 2, 2017 to hopefully minimize confusion regarding the definition of “Insurance ONLY” and help guide travelers and supervisors through the information needed to meet the requirements listed in the OSC’s Travel Manual.  See attached TA Form Rev. 10/17.  
The TA Form, first-and-foremost is REQUIRED as the traveler’s Prior Approval to travel per OSC guidelines!! 
However, keep-in-mind the TA Form is used differently by every division/department.  Some fields may seem unimportant to the traveler or the supervisor, but the field may be very important to someone else.   Name, Business Purpose, Other Payment Methods, Estimated Travel Voucher Expenses, External and Internal Funding Sources and Trip Allowance should be completed in its entirety.  
The Travel Authorization Form is the document that “tells the story” of how this business trip is anticipated to play out.  The TA Form must show:

· Name of Traveler or Name of Group traveling 

· A “Group” TA can be submitted when only ONE person in the “Group” is receiving out-of-pocket reimbursements or has expenses for the business trip showing on their Citibank Travel Card.  If MULTIPLE out-of-pocket reimbursements and/or Citibank TRAVEL Cards reconciliations will be sent to Accounts Payable for processing, INDIVIDUAL TAs are required for each person.

· A “Group” TA, per the CURRENT student travel procedures at Fredonia is a perfect form to submit for appropriate approval prior to traveling when an employee is traveling as a member of the “Group” and MULTIPLE out-of-pocket reimbursements are not being sought.  MULTIPLE NET Cards CAN be used for a “Group” TA.
· NET Cards are considered “department cards.”  As long as at least one member of the “Group” is a non-Fredonia employee, all travel expenses for the “Group,” including state employees, CAN go on the NET Cards.

· “Group” roster MUST BE attached to a “Group” TA.

· Business Purpose

· Destination 

· Foreign trips - SUNY has signed a new contract with GeoBlue for foreign health and evacuation insurance.   (Travel to Canada is considered foreign travel).
· GeoBlue is MANDATORY for all student foreign travel.
· GeoBlue is not mandatory for employee foreign travel.  However, it is highly recommended.  
· Dates of Travel

· Other Payment Methods used for business trip

· Estimated Travel Voucher Expenses for the business trip 
· Funding (if any) for business trip (this includes ALL external and/or internal funding sources)
“Insurance ONLY” has been removed from the TA Form.  It will be the Responsibility of the Supervisor and/or Authorized Account Signature to check 1 of the 4 Trip Allowance boxes at time of sign-off.  TAs are “estimated” costs for the business trip.  The Trip Allowance boxes are as follows:

· Full Trip Allowance = All allowable travel expenses will be paid
· Trip Allowance may not exceed* $_______ = The amount written in this box will be applied ONLY to the Estimated Travel Voucher Expenses and reimbursed in the following order: 
· FIRST to Citibank (the vendor) and 
· SECOND remaining balance (if any) to employee
· State Vehicle only = The only allowable expense for the business trip is the Auto Recharge.  
· All state vehicles should be fueled using only the fuel card located in the glovebox of each vehicle.  The Per Mile Auto Recharge is calculated based on maintenance, fuel, and EZ-Pass charges.  If an employee adds fuel to the state vehicle using any other payment mechanism other than the fuel card in the glovebox, the department budget will pay TWICE for the fuel.

· New York State is self-insured, any damage to the state vehicle during the business trip will most likely be Recharged back to the department budget.

· No Trip Allowance = No expense will be paid from the Estimated Travel Voucher Expenses area

The Travel Voucher AND the Travel Voucher & State Travel Card Reconciliation Form are the documents that “close-the-loop” on the business trip.   The information on both the TA and Voucher forms must coincide with each other.  If a particular business trip has an incident or expense that does NOT match the TA Form; it is the traveler’s responsibility to include with the Voucher, written justification summarizing and clarifying the incident or expense.
All expenditures and reimbursements must be appropriate and allowable per the Responsibility Listing found in the OSC Travel Manual (Rev 12/15).
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